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Tables

Sorting Records

A database stores information.
A database can sort information.
Make a database in a word document:

1. Open a word document. Starting the Word Processor in
Chapter Two.

2. Click Insert in the Table menu.

1EE Tools Window  Help

Insert s §88 Table.. Ctrl+F12
Delete 3
Select 3

=N |

Columns...

Merge Cells
Split Cells

Protect Cells

Merge Table
Split Table

%, AutoFormat...
Autofit s
Heading rows repeat
Convert 3
Sart...

Jx Formula F2
Murmber Format...

W Table Boundaries

Table Properties...
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The first j_| ~1 rows
[] Don't split table
[7] Border

AutoFormat...

Insert Table &J
Si
Columns 2
Rovs '
Options
[] Heading

3. Give it two columns and four rows.

4. Type Name at the top of the first column.

5. Type Age at the top of the second column.

6. Drag across the two headings and click the Bold icon.

12 [+] B I U =

Bold icon

N

Centered
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Sort by Age

e Drag across the age column.
e Click Table and click Sort.

Format JELLE] Tools Window Help

- S b B-@-EH- A2EETQ 0

Delete ¥
Select | I B7U[E=
Merge Cells 1201110
Split Cells

Protect Cells
Merge Table
Split Table

.
1]
(]
&g

(&
i
4
m
|I!_
I>
&
fee

i i

@ AutoFormat...
Autofit v
Heading rows repeat Name Age

Convert

Peter

Formula F2 Jane

MNumber Format... Lee
Table Boundaries

Table Properties..,
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e Click Numeric under the Key type.
e Click Ok.

Sort ﬁ
Sart criteria
Column Key type Order [L]
s R T
() Descending
[l Key3 1 *1 |Alphanumeric |E| © Ascending
() Descending
Direction Separator
() Columns @ Tabs
@ Rows Character
Language Setting
Arabic (Saudi Arabia) E| [C] Match case
Cells Add '
Cells

e Open a Spreadsheet see Grade One Chapter three.
e Spreadsheets are made up of lots of cells.

e The address for this cell is A1l. H:‘
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Steps:

1. Start a new spreadsheet.

2. Select the cells by dragging over them as shown
here:

3. Change sizeto % [

4. Click the Borders icon.

bhx ¥ s=[0)a-4-,

5. Click all borders.

Borders @
I [ ]

O
=]

[II
EIII_

6. Choose a Fill Color & -
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Simple Graphs

Spreadsheets can make graphs.

e Open a new spreadsheet.

e List friends' names in the first column.

¢ In the next column write the number of pets each has.
e Drag to select all the cells.

4 Peter
0 Jane
1 Susie
0 Ann

2.Jame
1 Janet
Asally

. . il
e Click on the charticon a to make a graph to see who
has the most pets.
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e Choose the chart type to be column.
e Click Finish.

Chart Wizard ) (oo
Steps ! Choose a chart type
o =
Bar : ]
2.Data Range & Pie
! ﬁ Area
3.Data Series & Vine Mormal
4, Chart Elements [ XY (Scatter) :
@ Net [[13D Look |Simple v |
I:L: Stock
i Columnand line P
Cylinder
Cone
Pyramid

Net>> |[  Emish ][ Cancel

45
3,5

25
= 7 Coumn Bl =

1,5
1

0,5 I
0

Peter Jane Susie Ann Jame Janet Salky

> | <
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Pie charts

Using the same information, draw a pie chart.

Click Finish.
* Chart Wizard I e Cx )
Steps Choose a chart type
Col
£ Lo N S
2.Dsta Range Pm— ] I X
. @ Area
3. Data Series & Line CE—
4, Chart Elements [ XY (Scatter)
[ Net [[] 30 Look  |Simple |
tel Stock
lﬂ Column and Line

DNext > ] [ Einish ] [ e

Peter @
Jane @
Susie O
Ann @«
Jamz
Janet O
Sally B
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Make a Folder to store your
work in

e Click start and go to Documents.

™
Internet

( Internet Explorer

¥ E-mail Eryani
Yahoo! Mail

= D ts
4T Modem Diagnostic Tool L

] Pictures
E Pictures

Music

- Show desktop

Games

Computer
Metwork
Connect To
Control Panel
Default Programs
» Al Programs Help and Support

[Gtart Search

e Click on My Documents.

S TS
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e Click on File.

Edit View Teools Help

B o Pl o

Mew 3 Folder

Shortcut

Create Shortcut

Delete Microsoft Office Access 2007 Database
Rename Bitmap Image

Properties Contact

Microsoft Office Word Document
Cloze

T eSO Journal Document

. Downloads

| Documents -

L 20081222 . .
. Aptana Studi 1 Lroove Wor
Mj" [Drata Sour

. authorGEM P
k BIuetuothExﬂ i My Google G

OpenDocument Drawing
OpenDocument Presentation

OpenDocumnent Spreadsheet

EESBSNEEE B Af

- OpenDocurnent Text

CaptureWiz il My Project i i ) .
= a OneMate Mot Microsoft Office PowerPoint Presentation
. Dell Web = _ _ _

DE Kt e L e el Microsoft Office Publisher Document
. Desktop - o

Downloads LBRkel Sl || Text Document
. Groove Work 'ZI Lol ol | 3 Microsoft Office Excel Warksheet

My Data Sou £]1,2.3 SLIDES.p |4, Compressed (zipped) Folder

i las Lromnes £ Briefcase

A Pt [@k 350 - Shortcu

e Go to new.

e Click Folder.

e Type your Folder's name.
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Save your work

e Open a new spreadsheet.
e In Al type SCHOOL.

e |In A2 type?7.

e In B1type HOME.

e In B2 type 17.

e Drag across to select it all.
e Click Chart

e Click File then Save.

Bl U
i

File Edit “iew |isert Format Table Tools Window Help 4

O New ctrllo':[NmbusRomanNogL |'] [12 |'l @ ‘E : j
Recent Documents  » - @ np@!ﬁ-! % . ‘% /'19 > @ ,i‘l - ):

3 4 5 6 v 8 9 10 11 12 13 14 15 16 17 18 19 =

Wizards »

X Close

[o] save ctrl+s

B save As... |
Save All

lon the mal

Exoort,..
Exoort as PDF ...
Send s

Properties. ..
Digital Signatures...
Templates ’

Page Preview
Print... Ctri+p
Printer Settings...

QBTN

] Ext Ctri+Q

Pagel /1 Default 75% [INSRT [STD [H¥P [*
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¢ You will get a window like this.

i) Save As e e — X
_-..-‘\ a .
@U_"|EI b Eryani » Documents » - ‘ #,.| |55,3p_-h =
COrgan
Favorite Links Name Date modified Type Size [
1 20081222

Documents
. Aptana Studio

i} ';M

| Recent Places

=% | authorGEM Projects
! Desktcp g
. Bluetooth Exchange Folder =
% Computer L CaptureWiz
E' Pictures . Dell Webcam Center
@ Music | Desktop
[% Recently Changed .. Downloads s
E Searches 1\ Groove Workspace Templates
|| Public 5] My Data Sources
. My Google Gadgets
Folders -~ . My Projects =
File name: | [ Bl -
Save as type: [DDF Spreadsheet (ods) (*.ods) -
Auto Bxtension
[[] Password
[ ] Filter Options
+ Hide Folders Save | | Cancel

e Double-Click on your Folder that you created before.

e Type a name for your file.
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